St. Mary Calendaring Form

Updated April, 2026

Instructions:

1.

If you would like to schedule an event on the Parish calendar, please use the form below. Please use one row per event. If you have any special circumstances
or instructions, feel free to add a note.

Room 312 is schedulable by section. When requesting, please indicate: Room 312 (the entire space); 312A (the section closest to the church); 312B (center);
312C (the section closest to the Library).

If your event is only taking place in one location but will impact adjacent areas (due to volume, traffic or other requirements), and precludes those areas from
being used by other groups, please include those adjacent areas in your calendaring request and note as such. An example of this might be a concert taking
place in the Gathering Space. Even though the concert is only utilizing the Gathering Space, both the Marian Room and Church should also be blocked off as
the volume from the concert would likely impact a gathering in those adjacent spaces.

If you are scheduling a fundraiser, the Fundraiser Request Form (found on our website at www.stmaryhc.org) must be submitted and approved prior to filling
out this form for entry in the calendar. If you are scheduling an event with an athletic team other than a St. Mary sponsored team, you must also submit a copy
of your certificate of insurance in order for your request to be scheduled.

If you are scheduling a recurring event (e.g.: every 3rd Tuesday of the month, every Monday of the month, etc.), please use ONLY one line to indicate that it is
arecurring event. Please indicate the Day(s) (e.g.: every 3rd Tues.), Start Date and End Date of the recurrence; and the rest of the information accordingly.
DO NOT list each date, just the range. Please note any exceptions (e.g.: one of the repeating days falls on a holiday or day off from school so the event will not
be held or will be held on another date).

Please also use this form to Delete events. It is VERY important to notify us if you will not be using a room to avoid unnecessary setups as well as preventing
other groups from being able to utilize the room. Do not forget to also include any Setup Time that had been requested with the original order.

THANK YOU!



Date:

Name: Phone:

Please indicate any special configuration or space maintenance requests in the Comments box. Please also remember to book adjacent spaces if your event

will affect other areas (due to volume, traffic, storage, etc.), precluding them from being booked by another group, noting as such in the Comments box.

Type: N = New D = Delete
Date Time
Start Comments
Day(s) Date End Date Setup Start End (include note re: adjacent space(s) if
Type | of Wk (mm/dd/yr) | (mm/dd/yr) Event Time Time Time Space applicable)
eq. N | 2" Wed. | 04/08/26 | 05/12/27 | Admin. Department Meeting 1:00PM 1:30PM 2:30PM Marian
ea. Mo. Room

Please email or send a hard copy of this form to Janice TreutelLaar (treutelaar@stmaryhc.org). If there are any conflicts, Janice will contact you.
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